Volume  II,  Number  4 


MAT/O/v 


The  article,  "The  Biggest  Room  in  the  World,"  prompted  at  least 
one  reader  into  action.  In  order  to  do  an  even  better  job  this  year, 
she  asked  her  boss  what  points  he  considered  "essential  and 
desirable  in  a  good  secretary."  After  they  discussed  the  subject, 
she  asked  him  to  put  his  comments  in  writing. 

With  thanks  to  Betty  Layng  and  her  boss,  Mr.  A.  W.  Sommerfield, 
vice  president-treasurer  of  Clary  Dynamics,  San  Gabriel,  Calif., 
we  publish  his  summary.  Though  his  remarks  pertain  to  secretarial 
work,  many  of  them  apply  egually  well  to  other  types  of  office  jobs: 

What  Do  I  Expect  in  a  Secretary? 

1.  One  who  is  basically  intelligent,  knowledgable  in  respect  to 
proper  business  English  with  ability  to  spell  correctly. 

2.  One  whose  personality  includes  graciousness,  considerateness, 
a  cooperative  spirit,  an  understanding  of  not  only  her  boss's 
problems  but  also  those  of  others  with  whom  she  works  or  must 
contact  on  business  matters. 

3.  One  who  is  loyal  to  her  boss  and  to  the  company. 

4.  One  who,  because  of  her  position,  does  not  assume  an  exalted 
or  superior  attitude  toward  lower-level  personnel  or  toward 
executives  of  lesser  company  rank  than  her  boss. 

5.  One  who  can  be  diplomatically  firm  in  resolving  problems  dele¬ 
gated  to  her  by  her  boss,  without  antagonizing  those  she  must 
contact  in  the  performance  of  such  responsibilities. 

6.  One  who  treats  confidentially  all  matters  pertinent  to  her  posi¬ 
tion  and  who  refrains  from  gossip  or  grapevine  conversation. 

7.  One  who  takes  pride  in  her  personal  appearance  and  dresses 
in  good  taste  in  keeping  with  her  secretarial  position. 

8.  One  who  does  not  abhor  the  lesser,  unglamorous  duties  of  her 
position,  such  as  filing,  ordering  supplies,  etc. 

9.  One  who  keeps  her  boss's  desk  orderly  and  arranged  for  the 
start  of  a  new  day. 

10.  One  who  is  observant  of  her  boss's  appointments  and  reminds 
him  in  advance  of  meetings  he  must  attend. 

(continued  on  next  page) 

*(or  thereabouts!) 
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You  don't  have  to  explain  something  ; 


What  Do  I  Expect  in  a  Secretary?  (continued) 

11.  One  who  calendars  correspondence  followup 
and  refers  such  files  to  her  boss  on  a  timely  basis. 

12.  One  who  accepts  in  good  spirit  and  graciously 
performs  the  rework  of  a  completed  task,  irre¬ 
spective  of  the  reasons  underlying  such  a  reguest. 

13.  One  who  willingly  and  pleasantly  assists  others 
when  called  upon  officially  to  do  so,  or  who 
gladly  volunteers  to  assist  others  in  an  emergency. 

14.  One  who  is  consistent  in  attendance  and  is  punc¬ 
tual,  and  who  does  not  display  displeasure  if 
asked  to  work  reasonable  overtime  when  emer¬ 
gencies  arise. 

1 5.  One  who,  because  of  her  deportment  and  attitude 
toward  her  responsibilities  and  her  personal 
capabilities,  engenders  respect  for  her  position 
and  the  boss  she  represents. 

16.  One  who  anticipates  the  demands  of  her  position 
and  does  not  have  to  be  reminded  of  her  duties 
from  time  to  time. 

17.  One  who  has  a  deep  interest  in  her  work,  the 
company,  and  the  office  she  represents. 

18.  One  who  performs  accurately  without  an  undue 
sacrifice  of  time  to  accomplish  the  work. 

19.  One  who  exercises  good  judgment  in  all  matters 
relating  to  her  position. 

20.  And,  last  but  not  least,  one  who  can  type  with  a 
reasonable  degree  of  speed,  has  a  sense  of  for¬ 
mat,  and  does  not  shower  her  typewritten  results 
with  erasures. 

Have  Tact,  Will  Travel 

Though  tact  ranked  tenth  in  a  survey  of  Readers 
Panel  members  on  the  ten  most  important  gualities 
an  office  woman  needs,  it  is  a  basic  ingredient  for 
success.  We  may  not  agree  with  the  lecturer  who 
remarked  that  "tactlessness  is  stupidity,"  but  lack  of 
tact  is  a  liability  in  business.  One  outspoken  woman 
lost  a  good  job  because  she  told  her  superior  that  one 
of  his  pet  ideas  was  "crazy  and  would  never  work." 

Lack  of  tact  does  not  often  lead  to  dismissal,  but  it 
can  hinder  the  chances  for  promotion  and  it  does 
make  enemies.  For  example,  a  group  was  discussing 
an  acguaintance  who  is  "well  disliked."  When  one 
woman  said  she  didn't  know  the  reason  for  the  other's 
unpopularity,  a  cohort  explained,  "She's  always  mak¬ 
ing  tactless  remarks.  She  never  stops  to  think  before 
saying  whatever  comes  into  her  mind." 

If  the  need  for  tact  seems  overrated,  think  back 
over  some  of  the  comments  people  have  made  that 
sent  your  blood  pressure  up  a  notch  or  two — or 
crushed  your  ego.  Panelist  Hazel  McLean  offered  an 
interesting  slant  on  the  importance  of  thinking  twice 


before  speaking:  "Tact  and  diplomacy  go  hand-in- 
hand.  In  almost  every  type  of  office  work,  we  are 
continually  in  contact  with  other  people.  Nothing  has 
been  invented  to  mechanize  people  (thank  goodness) ; 
something  that  might  amuse  me  could  insult  someone 
who  doesn't  have  the  same  sense  of  humor. 

"There  are  many  times  when  it  is  better  to  leave 
things  unsaid,  because  once  they  are  spoken,  you 
can't  retract  them.  This  trait  is  developed  over  the 
years,  and  as  one  grows  more  mature  and  experi¬ 
enced,  it  becomes  automatic." 

Mary  Ellen  Pfost  added:  "Cultivate  the  ability  to 
make  people  feel  important.  Imagine  how  easily  you 
can  make  people  dislike  you  just  by  belittling  or 
ignoring  them  or  failing  to  give  them  praise  when 
it  is  earned." 


FROM  NINE  TO  FIVE  By  Jc  Fischer 


"I  want  to  apologize  for  saying  you  looked  terrible  yesterday. 
Seeing  you  today,  I  realize  that  yesterday  you  looked  good." 


To  Punch  or  Not  to  Punch? 

Mrs.  S.  J.  Aarestad,  treasurer  of  Northwestern 
Eguipment,  Inc.,  Fargo,  North  Dakota,  has  sug¬ 
gested  that  these  Bulletins  be  punched  for  a 
three-ring  binder.  We'll  be  glad  to  do  this  if  the 
majority  of  our  subscribers  would  like  it. 

So,  if  you  would  prefer  to  have  the  issues 
punched  for  filing  in  a  three-ring  binder,  please 
drop  a  post  card  to  the  editor  at  the  address  on 
the  back  page.  Thanks  for  your  cooperation! 


haven't 


Office  Woman  of  the  Month — 
Miss  Beverly  Ann  Winkey 


A  graduate  of  the  Patricia  Stevens  modeling  course, 
Beverly  Ann  Winkey  applies  the  training  in  good 
grooming,  office  manners,  and  charm  to  her  spot  as 
receptionist-secretary  for  Aaron  D.  Cushman  and 
Associates.  Beverly,  born  in  Savanna,  Illinois,  worked 
as  a  cashier  in  the  local  movie  theater  during  her 
senior  year  at  Savanna  Township  High  School.  One 
ambition  was  to  get  out  into  the  business  world  and 
meet  people.  In  1952,  she  came  to  Chicago  and  was 
employed  in  a  bank  while  attending  modeling  school 
three  nights  a  week.  Later,  she  worked  for  a  disc 
jockey  before  taking  her  present  post. 

"When  people  walk  into  the  office,"  said  Beverly, 
'T'm  the  first  one  they  come  to;  therefore,  it  is  up  to 
me  to  make  visitors  feel  as  comfortable  as  possible." 
She  is  a  firm  believer  in  making  guests  "as  welcome 
as  they  would  be  in  my  own  home."  When  the  traffic 
in  a  top  Chicago  public-relations  agency  is  consid¬ 
ered,  it  is  easy  to  see  that  this  attitude,  coupled  with 
efficient  office  skills  and  attractive  appearance,  does 
a  great  deal  toward  maintaining  the  agency's  own 
"public  image." 

Beverly  points  out  that  certain  touches  in  the  job 
create  harmonious  relations: 

.  .  .Be  sincere  in  dealing  with  people. 

.  .  .  Answer  the  telephone  with  a  pleasant  voice. 


.  .  .Try  to  call  people  by  name,  by  learning  their 
names  as  quickly  as  possible.  This  is  more  flattering 
than  asking  who  people  are  each  time  they  call. 

...  If  the  party  is  asked  to  wait  on  the  line,  don't 
keep  him  "hanging."  Ring  him  back  to  let  him  know 
you  haven't  forgotten  him. 

.  .  .Keep  an  even  disposition — don't  display  tem¬ 
perament  in  the  office. 

Her  enthusiasm  adds  sparkle  to  the  basic  approach 
to  her  work.  "To  me,  it's  a  tremendous  challenge," 
Beverly  explained.  "Each  person  you  meet  is  an  en¬ 
tirely  different  individual  and  should  be  treated  as 
such.  Of  all  my  duties,  working  with  the  public  is  the 
most  pleasant  and  rewarding.  Everyone  is  nice  in  his 
own  way — and  I  do  love  people." 

A  Slip  of  the  Pen  Can  Be  Costly 

During  the  next  months,  as  the  April  15  income-tax 
deadline  approaches,  millions  of  Americans  will  be 
grumbling  about  taxes.  One  of  the  problems  is  the 
filling  out  of  Form  1040  and  other  papers.  Though 
many  taxpayers  use  the  short  form,  many  others  spend 
hours  working  on  the  long  form. 

The  Department  of  Internal  Revenue  reports  that 
countless  dollars  are  unnecessarily  added  to  our  taxes 
through  illegible  handwriting.  When  a  taxpayer  writes 
illegibly,  it  could  mean  a  costly  misinterpretation  or 
a  wasteful  return  of  the  tax  form  and  recomputation. 
The  latter  could  also  result  in  a  trip  to  the  Revenue 
Office  for  final  clarification. 

According  to  the  Handwriting  Foundation  of  Wash¬ 
ington,  D.  C.,  most  discrepancies  come  from  improper 
looping  in  letters.  Writers  carelessly  close  loops  in 
the  letters  "e,"  "1,"  and  "f,"  or  neglect  to  close  those 
in  "a,"  "g,"  and  "d."  Some  people  loop  the  non- 
looped  strokes  of  "t"  and  "i." 

Even  more  important  on  tax  forms  are  illegible 
numbers.  Confusion  arises  when  look-alike  numbers 
are  written  hurriedly — "1"  and  "7,"  "3"  and  "5." 
A  slip  of  the  pen  can  be  costly. 

The  Foundation  recommends  these  methods  for 
better  legibility,  whether  you  are  filling  in  tax  forms 
or  doing  other  written  work: 

1.  Sit  properly.  Keep  both  forearms  on  the  desk, 
push  hips  back  and  shoulders  slightly  forward. 

2.  Avoid  tiring  the  hand.  Keep  palm  and  wrist 
down,  don't  turn  the  hand  too  far  to  the  side. 

3.  Keep  a  good  supply  of  v/riting  tools  in  order: 
pens,  pencils,  paper,  ink. 

4.  Carefully  separate  letters,  space  words,  and  pay 
attention  to  the  way  you  write. 

Finally,  says  the  Foundation,  remember  that  one  of 
the  secrets  of  improved  handwriting  is  to  take  your 
time. 


The  Mailbag 

Conflicting  Rules  of  Etiquette 

Recently,  in  our  secretarial  training  class,  we  had 
divided  opinion  on  introducing  visitors  to  the  boss. 
Etiquette  rules  prescribe  that  the  visitor  is  presented 
to  the  boss  and  a  man  is  presented  to  a  woman. 

The  specific  situation  involved  women  job  appli¬ 
cants  coming  in  for  interviews.  Should  the  secretary 
say,  "Miss  Visitor,  this  is  Mr.  Boss,"  or  "Mr.  Boss, 
this  is  Miss  Visitor"? — C.  S. 

Though  etiquette  prescribes  presenting  a  man  to  a 
woman,  there  are  exceptions.  In  this  case,  it  is  correct 
to  present  a  woman  applicant  to  the  man;  "Mr.  Boss, 
this  is  Miss  Visitor." 

Unofficial  Supervisors 

One  thing  that  gets  on  my  nerves  is  someone  who 
watches  every  move  I  make.  This  gives  the  impression 
that  he  feels  superior  and  that  I  can't  do  anything 
without  his  assistance. 

When  my  boss  looks  over  my  shoulder  occasion¬ 
ally,  it  isn't  so  bad.  He  usually  has  something  to  be 
typed  or  a  report  to  be  done.  But  when  another  man, 
who  has  less  seniority  than  I  have,  watches  every 
word  I  type  and  every  number  I  write,  it  makes  me 
feel  on  edge.  I'm  doing  the  best  I  can.  If  I  do  make 
an  error,  I  want  my  boss  to  tell  me,  not  this  pesty 
co-worker. 

The  manager  told  me  to  drop  a  hint  to  this  co¬ 
worker,  but  I  can't  find  the  right  words.  I  am  sure 
there  are  many  women  in  the  same  dilemma  who 
would  appreciate  your  assistance.  May  we  hear  from 
you  about  this  in  one  of  your  next  issues? — Peeved 

Nothing  is  more  annoying  than  the  feeling  that 
every  move  you  make  is  being  watched.  I  often 
wonder  how  come  the  "birdwatchers"  have  so  much 
free  time  to  clock  the  actions  of  other  people,  don't 
you? 

Since  the' manager  has  told  you  to  drop  a  hint  to 
your  unofficial  supervisor,  you  have  the  backing  to 
do  so.  If  you  cannot  tactfully  broach  the  subject  to 
your  co-worker,  discuss  it  with  your  boss.  Ask  him  to 
tell  the  man  that  your  work  is  satisfactory,  and  that  it 
distracts  you  to  feel  that  someone  is  watching  you  so 
closely.  The  co-worker  seems  to  be  usurping  the 
authority  of  your  boss. 


"A  Rose  by  Any  Other  Name" 

Please  advise  which  is  the  correct  salutation  when 
writing  to  a  woman  and  you  do  not  know  whether  she 
is  married  or  single,  "Dear  Miss  Monroe"  or  "Dear 
Marilyn  Monroe." — Leila  Snyder,  Jacksonville,  Fla. 

The  accepted  way  of  addressing  a  woman  when 
you  do  not  know  her  marital  status  is  to  use  "Miss." 
If  a  married  woman  prefers  to  be  addressed  as  "Mrs.," 
it  is  up  to  her  to  indicate  this  on  her  correspondence. 
She  does  this  by  typing  "Mrs."  in  parentheses  under 
her  name. 

Numbering  the  Bulletins 

In  reviewing  my  file  of  "From  Nine  to  Five,"  I 
noticed  that  the  issue  designations  are  not  consistent. 
If  they  were  uniform,  it  would  be  an  aid  in  setting 
up  topic  references  for  future  use. — Florence  L. 
Remer,  Detroit,  Michigan 

Other  readers  have  mentioned  this,  too.  After  try¬ 
ing  different  methods,  we  settled  on  showing  the 
volume  and  issue  number  at  the  top  of  the  front  page 
and  the  issue  date  at  the  bottom  of  the  last  page. 

To  help  readers  who  are  using  the  1960  Index, 
here's  a  list  of  issues  that  were  not  identified  the 
standard  way.  You  can  number  your  Bulletins  accord¬ 
ing  to  this  list,  for  future  reference. 


Volume  I 


Number 

Date 

Lead  Article 

1 

1-1-60 

We  can  be  better  than  we  are 

2 

1-15-60 

The  give  and  take  of  criticism 

3 

2-1-60 

Leave  her  to  heaven 

4 

2-15-60 

"There'll  be  some  changes  made" 

5 

3-1-60 

Let's  look  at  ourselves  under  seven 
microscopes 

8 

4-15-60 

What's  new  in  the  office 

9 

5-1-60 

The  high  cost  of  procrastination 

10 

5-15-60 

Passing  the  hat  in  the  office 

Incidentally,  there  are  some  copies  of  the  1960 
Index  left.  If  any  reader  would  like  one,  just  send  me  a 
self-addressed  No.  10  envelope  marked,  "9-5  Index." 


Sincerely, 


Marilyn  French,  Editor 


Issued  2-15-61 


